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ROLES, RESPONSIBILITIES AND PROFESSIONAL
PREPARATION OF HIGH SCHOOL
DEPARTMENT CHAIRS
by
Patricia J. Iverson
May, 1991

The purpose of this study was to identify and analyze
roles, responsibilities, and professional preparation of high
school department chairs by surveying persons who presently
fulfill department chair responsibilities at the high school
level in Grant County, Washington.

A sample of 31 high

school department chairs was surveyed using a survey
instrument covering the roles, responsibilities, and
preparation of high school department chairs.

The results

indicated professional preparation and training for the high
school department chair were almost nonexistent; duties were
not clearly defined; and individual competencies had no
apparent relationship to the roles and responsibilities that
were required of high school department chairs.
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CHAPTER I
Background of the Study

INTRODUCTION
Secondary schools of today, especially those in suburban
and urban areas, may be too large for administrators and
administrative assistants to administer successfully without
the help of department chairs (Berrier, 1974).
In his handbook, Handbook for Effective Department
Leadership, Sergiovanni (1977), has also alluded to the
important role played by department chairs.

However, he had

also taken the position that a large gap existed between the
responsibilities required of department chairs and the levels
of preparation or competency they bring to those positions.
This study sought to identify and analyze roles,
responsibilities, and professional preparation of high school
department chairs by surveying persons who presently fulfill
department chair responsibilities at the high school level in
Grant County, Washington.

The following questions have

been addressed:
1.

What are the roles and responsibilities of the high
school department chair?

1
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2.

What professional preparation and/or training is
provided for high school department chairs?

3.

What other characteristics are common to high school
department chairs?

THE PURPOSE OF THE STUDY
The purpose of this study was to identify and analyze
roles, responsibilities, and professional preparation of high
school department chairs by surveying persons who presently
fulfill department chair responsibilities at the high school
level in Grant County, Washington.

LIMITATIONS OF THE STUDY
For purposes of succinctness and focus, it was necessary
to set the following limitations for this study:
1.

Research.

The review of literature and research

summarized in Chapter II did not precede 1974.
2.

Population Surveyed.

The study was limited to one

population sample:
a.

A survey of nine regional high schools in Grant
County, Washington, which included:
Coulee City High School
Coulee Dam High School
Ephrata High School
Quincy High School
Moses Lake High School
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Royal City High School
Soap Lake High School
Warden High School
Wilson Creek High School
b.

The survey respondents held positions as high
school department chairs.

c.

This survey was limited to high school
department chairs in nine regional high schools
in the Grant County, Washington, School
District.

3.

Characteristics of Population.

Further

delimitations considered in this study were the
characteristics of the population:
a.

The department chairs surveyed may have
performed different professional roles and
responsibilities in each school.

b.

The department chairs surveyed may have been the
only individuals in the department based on the
size of the school.

c.

The findings represented the responses and
perceptions of the sample group at only one time
during the school year (January, 1991).

4.

Survey Instruments.

Limitations assigned to the

survey instrument in the study included:
a.

The survey instrument addressed only general
areas of responsibilities and preparations.
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b.

The survey instrument allowed for only
forced-choice answers.

5.

Presentation and Analysis of Data.

The study

concerned itself primarily with the presentation and
analysis of survey data obtained from department
chairs in six of the nine high schools.

(Three

schools did not have department chairs.)

DEFINITION OF TERMS
Terms used in the context of this study have been
defined as follows:
Competency refers to a level of skill or knowledge
needed to perform in designated roles, responsibilities, or
tasks.

Competencies are essentially of two kinds:

(1) those

involving ability or skill, and (2) those involving knowledge
or understanding (Good, 1973).
High school department chair is an individual who
assumes responsibility for the supervision, appointment, and
evaluation of teachers and for curriculum development.

The

individual serves as a liaison with administration which
includes curriculum, personnel, budget, and public relations
(O'Brien, 1977).
Professional training/preparation refers to the planned
and thorough orientation to the position, having had previous
experience, having received formal education specific to the
position, having worked with a mentor, and/or attended staff
development seminars specific to the position (Good, 1973).
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Role is the expected behavioral pattern which is
characteristic of or carried out by an individual in a given
position or situation, and which specifies what should be
done and how it should be accomplished.

A role is a cluster

of related tasks (Horine, 1985).
Responsibility is the obligation an individual assumes
when he/she accepts a general work assignment or job and
agrees to perform assigned functions and duties (Horine,
1985).
Skill is a statement of an observable behavior which
describes what a person will be doing as he/she performs
his/her professional role (Horine, 1985).
Supervisory is the individual's ability to "exert a
significant degree of control over subordinates' working
lives; performing the duties of hiring, firing, evaluating,
recommending for teacher tenure" (White, 1975).
Task is an activity performed by a person in the
execution of his/her role (Horine, 1985).

CHAPTER II
Review of Related Literature

Studies related to the roles, responsibilities, and
professional preparation of high school department chairs
have been consistently addressed since the 1970's.
Accordingly, the literature review in Chapter II has
been organized and presented in the following sections:
1.

Roles and Responsibilities of High School Department
Chairs.

2.

Skills and Competencies of High School Department
Chairs.

3.

Professional Preparation and Training of High School
Department Chairs.

ROLES AND RESPONSIBILITIES
OF HIGH SCHOOL DEPARTMENT CHAIRS
According to O'Brien (1977), the essential purpose of
the position of high school department chair is the
improvement of instruction, which the department head can
promote by wise selection and assignment of personnel,
curriculum improvement, course articulation, in-service
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education, and general supervision by serving as a master
teacher, resource person, and catalyst.

After perusing this

list, the extensive responsibilities which may accompany the
title of department chair become apparent.

However, this

list is extended even further by Salmon (1977), who indicated
duties commonly assigned to department
chairs might include:
1.

developing curriculum

2.

recruiting, interviewing, recommending for hire,
actively assisting, and evaluating new instructors.

3.

budgeting

4.

planning in-service programs

5.

advising

6.

department scheduling

7.

recommending staffing assignments

8.

communicating with all levels of administration

9.

assisting substitute teachers.

Swift (1981) added articulation with junior highs and
colleges to the list.

The level to which these duties were

carried out depended upon the term of the assignment, the
size of the school and department, the basis by which heads
were selected, and the depth of the job description.
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SKILLS AND COMPETENCIES OF
HIGH SCHOOL DEPARTMENT CHAIRS
Salmon (1977) related a heated discussion with his
principal.

"Webb, you seem to think that the English

Department is the only department in this school."

He

answered, "Yes, and if the other department heads take the
same attitude toward their departments, you'll have a fine
school, won't you?"

Attitude may be one skill, but what

other skills and/or competencies is it that a department
chair must possess in order to be effective?

Weaver and

Gordon (1979) indicated department chairs needed to be
competent in the areas of relations, planning, and staff
selection and supervision.

Each element was identified as

follows:
Human Relations.

According to Weaver and Gordon (1979),

a department chair should competently provide for the
following:
a.

Setting Instructional Goals--a leader of special
groups, committees, etc., in an effort to agreeably
reach instructional goals.

b.

Team Building--a leader able to provide ways in
which individuals cooperatively relate to one
another in an effort to meet organization goals.

c.

Resolving Conflict--a leader able to work through
role conflict, value conflict, goal conflict, and
interpersonal conflict.
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d.

Assigning Personnel--a leader able to analyze the
needs, expectations, and composition of the staff
and being able to balance those elements with the
institution's goals.

e.

Bringing About Change--a leader able to understand
factors which promote or hinder change; one who can
positively facilitate change.

f.

Policies and Procedures--a leader able to establish
policies and procedures which effectuate high
standards and meet institutional goals.

Educational Planning.

Weaver and Gordon have further

emphasized the need for department chair competency in
planning and organizing to include:
a.

Building A Healthy Climate--a leader able to
effectively satisfy the ego needs of staff members.

b.

Making Decisions--a leader cognizant of decisionmaking models who can apply one or more
appropriately in an effort to solve problems.

c.

Individual Planning--a leader able to assist
teachers in their efforts to meet their own
objectives through growth activities and evaluation.

d.

Program Planning--a leader able to balance the
facilities and equipment with the needs of the
department.

Staff Selection and Supervision.

It was Weaver and

Gordon's further intention that a department chair must be
skilled in staff management including his/her ability to:
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a.

Develop a Staff Plan-- a leader able to develop a
plan which prioritizes positions needing to be
filled and writing competencies required of
individuals who will fill these positions.

b.

Recruit and Select Personnel--a leader knowledgeable
of the entire recruitment and hiring process.

c.

Supervise in a Clinical Mode--a leader able to
understand the evaluation process and use it
appropriately to assist teachers in their
effectiveness with students.

The human relations skills cited above along with
skills and competencies related to educational planning,
staff selection, and supervision were commonly addressed
throughout the research.

However, if consideration were

given to the roles and responsibilities listed in the
previous section, many elements of the department chair's
duties were discussed by Weaver and Gordon.

Swift (1981) and

Salmon (1977) considered additional areas in which department
chairs must be competent.
a.

These included:

Financing and Budgeting--a leader must cooperatively
work with department members and administrators to
spend funds innovatively and also discover and use a
variety of funding sources.

b.

Counseling of Students--a department chair must
match the individual's ability and interest to
course content.
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c.

Articulation--a department chair must communicate
with junior high schools and colleges in order to
more effectively prepare students for each
continuous level.

d.

New Teacher Orientation--a department chair must
possess the necessary skills to serve and appoint
master teachers to newly employed teachers; they
must provide first-year teachers with policy and
procedure manuals, clearly apprising them of
instructional and institutional goals.

e.

Substitute Teachers--a department chair should have
developed and implemented a procedures manual for
substitutes as well as serving as the contact person
for them.

In summary, the list of skills and competencies has been
both diverse and lengthy.

White (1975) stated:

Current trends in performance-based,
competency-based certification of teachers and
administrators may also give educators an
opportunity to develop the chairmanship into an
attractive, terminal, professional supervisory
position.

If universities, school districts, and

state departments of education, clearly, and
definitely, enforce the supervisory aspects of the
chairmanship, it can become a goal for attracting
effective, involved professionals.
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PROFESSIONAL PREPARATION AND TRAINING
OF HIGH SCHOOL DEPARTMENT CHAIRS
The preponderance of the research and literature
surveyed confirmed that high school department chairs had
received little formal training that prepared them for the
duties and responsibilities of their positions.

For example,

Kinsey and Fruits (1977) stated:
..• administration/supervision semester hours of
credit accumulated by ..• chairpersons and their
levels of formal education are not related
significantly to the amount of responsibility they
assume for administrative and supervisory duties.
The methods used to select ••. department
chairpersons (e.g., appointed by principal,
selected by committee) are not related
significantly to the level of responsibility they
assume for administrative and supervisory duties.

Further support for the above position was provided by
Swift (1981), who stated:
Few department heads assume the role with the
necessary knowledge, skills, or experience.
Usually no formal in-service is offered them:
is unfortunate and inefficient.

this

13

O'Brien's (1977) research indicated that a significant
number of department chairs had no additional training beyond
that of a classroom teacher, and Lock (1990) concurred with
O'Brien and further cautioned that the professional without
previous formal administrative experience may only have
his/her academic record to be viewed as one of the few
objective criteria that can be employed in the selection
process when seeking a position as a department chair.
According to White (1975) graduate programs in administration
and supervision have been generally geared to the
principalship or the superitendency while neglecting the
vital curriculum and isntructional needs of the first line
supervisor including department chairs.
If department chairs continue to be recruited from the
ranks of the classroom instructor, some type of
supervisory/administrative training must be provided to
improve the effectiveness of the school and ultimately
student instruction.
O'Brien (1977) supported this premise:
School systems and nearby universities should
cooperate in providing professional courses and
continuing programs geared to the specific needs of
department leaders.

According to a survey conducted by O'Brien (1977),
respondents believed that conferences should be held and
exchanges with similar schools should be encouraged for high
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school department chairs to share ideas and resources.
Weaver and Gordon (1979) also stressed the importance of
in-service training for high school deparment chairs.

SUMMARY
The research and literature summarized in Chapter II
tended to support the following predominating themes:
1.

The roles, responsibilities, and administrative
duties of the high school department chair are both
diverse and complex.

2.

The skills and competencies of the high school
department chair have little or no relationship.

3.

Much of the literature augmented the need for
training specific to the position; however, because
the duties and responsibilities of the department
chair are so diverse, it was difficult to define the
parameters of the training needed.

CHAPTER III
Procedure of the Study

The purpose of this study was to identify and analyze
roles, responsibilities, and professional preparation of high
school department chairs by surveying persons who presently
fulfill department chair responsibilities at the high school
level in Grant County, Washington.
Chapter III contains a description of the procedures
employed in conducting the present study, including a
discussion of:
1.

Design and development of the instrument used for
the collection of the data.

2.

Population group/sample surveyed.

3.

Preparation and administration of the survey
instrument.

4.

Treatment of the data obtained from the instrument.

DESIGN AND DEVELOPMENT OF THE INSTRUMENT
USED FOR THE COLLECTION OF THE DATA
The analysis and review of related literature detailed
in Chapter II served as a resource for developing the
conceptual structure of the survey instrument used in this
study.

For example, the review of related literature

produced the three basic questionnaire categories used to
obtain high school department chairs' opinions concerning:
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1.

Roles and Responsibilities of High School Department
Chairs.

2.

Skills and Competencies of High School Department
Chairs.

3.

Professional Preparation and Training of High School
Department Chairs.

The highly structured (sometimes called "closed") format
(Herriott) of the survey instrument was selected to provide
for ease and clarity in response as well as convenience in
data summarization.

The instrument allowed respondents to

briefly identify roles, responsibilities, and training.

The

mail survey instrument contained only forced-choice items
which limited the respondents' choices for no open-ended
responses.

POPULATION GROUP/SAMPLE SURVEYED
For the purpose of the present study, this investigator
surveyed nine regional high schools in Grant County,
Washington.

These included:
Coulee City High School
Coulee Dam High School
Ephrata High School
Quincy High School
Moses Lake High School
Royal City High School
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Soap Lake High School
Warden High School
Wilson Creek High School

PREPARATION AND ADMINISTRATION
OF THE SURVEY INSTRUMENT
A preliminary letter (see Appendix A), Survey Consent
)

Form (see Appendix B), and stamped, self-addressed envelope
were sent to principals at all nine Grant County High Schools
requesting their permission to distribute the questionnaire
to department chairs and requesting the names of those
holding department chair positions.

Five of the nine

principals returned the form naming the department chairs and
giving permission to send the questionnaire.

One principal

wrote that the school was too small; they did not have
department chairs.

The principals who did not respond were

contacted by telephone; two indicated their size did not
allow for department chairs, one aghreed to distribution of
the survey, and one indicated the two department chair
positions were in transition.
During January, 1991, a cover letter (see Appendix C)
questionnaire (see Appendix D), and a stamped, self-addressed
envelope were sent to 31 department chairs at the six Grant
County High Schools.

A thirty-day time limit was established

to allow for completion and return of the survey instrument.
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TREATMENT OF THE DATA OBTAINED FROM THE INSTRUMENT
Of 31 survey forms distributed, 25 department chairs
responded to the survey for a response rate of 81 percent.
The results were hand-tabulated and presented as
numerical data.

The data collected by this survey were

presented using two formats:

graphic and narrative.

CHAPTER IV
Results of the Study

Data presented and analyzed in Chapter IV have been
organized in three sections listed below to correspond with
the major components of the survey instrument used in the
study.
1.

Roles and responsibilities of the high school
department chair.

2.

Professional preparation and training of the high
school department chair.

3.

General information related to the educational
backgrounds of the respondents and to the selection
process for the high school department chair.

Analysis and discussion of the findings produced as a
result of this study have been presented in narrative and
graphic formats on the following pages.

The responses of the

survey instrument have been tabulated on a percentage basis.

PRESENTATION AND ANALYSIS OF DATA
RELATED TO THE ROLES AND RESPONSIBILITIES
OF THE HIGH SCHOOL DEPARTMENT CHAIR
The first graphic illustration summarized the responses
of the 24 high school department chairs in Grant County,
Washington, when asked questions relating to their roles and
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responsibilities as high school department chairs, which
included the following:
1.

attending administrative meetings

2.

holding department meetings

3.

department budgeting

4.

scheduling

5.

ordering of books, supplies, and equipment

6.

department curriculum decisions

7.

maintaining facilities and equipment

8.

writing grants

9.

attending board meetings

10.

involvement in hiring of department faculty.

Fifty-two percent of respondents attended administrative
meetings; sixty-eight percent held department meetings;
seventy-six percent handled department budgeting; sixty-eight
percent handled department scheduling; ninety-two percent
ordered books, supplies and equipment; eighty-eight percent
made curriculum decisions for the department; eighty-four
percent maintained the facilities and equipment; forty-eight
percent wrote grants; forty percent attended board meetings;
and forty-eight percent were involved in the hiring of
faculty in their respective departments.

It was only in the

later three items (a) writing grants, (b) attending board
meetings, and (c) participating in hiring of department
faculty that slightly less than fifty percent of the high
school department chair respondents were involved.
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Eight of the ten questions were completely answered; the
two questions that were not answered by 100 percent of the
respondents were:

(a) department curriculum decisions

(88% yes--8% no), and (b)

involvement in the hiring of

department faculty (48% yes--48% no); these items were not
answered by one of the respondents.
In summary, over 50 percent of the respondents
participated in 60 percent or more of the duties listed on
the survey instrument.
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PRESENTATION AND ANALYSIS OF DATA RELATED
TO THE PROFESSIONAL PREPARATION AND TRAINING OF
THE HIGH SCHOOL DEPARTMENT CHAIR
The second graphic illustration presented on page 25,
dealt with the preparation and training of the high school
department chair.

Questions number seven and twelve of the

survey instrument specifically addressed the preparation
and/or training for the position of the high school
department chair.

Question #7 asked if the duties were

defined orally or in writing.

Thirteen of the twenty-five

respondents or fifty-two percent marked "Orally"; seven or
twenty-eight percent marked the ''Written" response; but five
of the twenty-five or twenty percent marked neither response
which would indicate no explanation of duties had been
received.
Question #12 was a "yes" or "no" response as to having
receiving ANY special training for the position of high
school department chair.

Three of the twenty-five

respondents (twelve percent) indicated that they had received
some type of special training for the position of high school
department chair.

Twenty-two or eighty-eight percent

indicated they had NOT received any type of training before
assuming the responsibilities and duties of the high school
department chair.
Based on ONLY one question, it was evident that these
sometimes complex and diverse duties were being managed by
individuals who had no training or preparation.

24

In summary, the overwhelming majority of respondents
received no special training or preparation for assuming
these additional administrative duties.
received an explanation of the duties.

Many had not even
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In the next section of this study, general questions that
related to the backgrounds of the respondents and to the
selection process provided further insight into the
backgrounds of high school department chairs, how and why
they were selected, and ultimately lead the reader to the
question of competency.

PRESENTATION AND ANALYSIS OF DATA RELATED TO

THE EDUCATIONAL BACKGROUNDS OF THE RESPONDENTS,
GENERAL DEPARTMENT INFORMATION, AND TO THE
SELECTION PROCESS OF THE HIGH SCHOOL DEPARTMENT CHAIR
The third and final graphic illustrations and narrative
analysis pertain to the educational background of the
respondents, general information about the departments, and
to the selection process of the high school department chair.
Of the twenty-five respondents, sixteen were male
(sixty-four percent), nine were female (thirty-six percent).
Seventeen of the twenty-five (sixty-eight percent) held only
the minimum degree required to be employed as an instructor.
Eight of the respondents or thirty-two percent held a
Master's degree and none had a Ph.D.
The departments were represented as follows:
1.

Six respondents (twenty-four percent) were high
school department chairs for math/science.

2.

Four respondents (sixteen percent) represented the
English department.
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3.

There were no respondents from the P.E./health
department.

4.

Fourteen respondents (fifty-six percent) marked
other.

These individuals listed the following as

departments:
a.

art

b.

social studies/history

c.

foreign language

d.

special education

e.

home economics

f.

argriculture

g.

library

h.

music

Twelve or forty-eight percent of the respondents
represented a department of one or two members.

Five or

twenty percent represented departments of three or four.

Two

or eight percent chaired high school departments of five or
six members; and six respondents or twenty-four percent were
responsible for high school departments involving more than
six individuals.
Survey question #8 dealt with the number of years the
respondents had served as a department chair.

Five or twenty

percent of the respondents indicated one year of service as a
high school department chair.

Five or twenty percent of the

respondents also indicated two or three years of service.
Three or twelve percent had served as a department chair for
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four to five years; but the largest number, twelve or
forty-eight percent, had served as a high school department
chair for over five years.
Seventeen or sixty-eight percent of the responding
indicated the responsibilities of a high school department
chair took one to two hours per week to complete; three or
twelve percent indicated three to four hours were required to
fulfill the duties of department chair; one or four percent
felt five or six hours were required; and four or sixteen
percent of the respondents felt a high school department
chair's duties required more than six hours per week.

If we

used a forty-hour work week as a base, the first group, which
spent a maximum of two hours per week completing department
chair duties, would spend five percent of their time as
department chair.

The second group indicated a maximum of

four hours per week would spend ten percent of their time
carrying out the duties assigned to a high school department
chair.

The third group or respondents that indicated five to

six hours were required to fulfill these tasks.

The group

indicating more than six hours were required, which again
include four respondents or sixteen percent, would spend more
than fifteen percent of a work week completing high school
department chair duties and responsibilities.

Sixty-four

percent of the respondents further indicated that these
duties were assigned, not elected.
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In summary, about half of the departments were made up of
only one or two individuals; the majority of high school
department chairs were male; well over half of the
respondents held only the minimum degree required of a
teacher; and the majority who held the position of high
school department chair were assigned the duties and remained
department chair for over five years.
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CHAPTER V
Summary, Conclusions, and Recommendations

This chapter includes a summary of the study, a recap of
the significant points, and finally recommendations.
Today's high school department chairs fulfill duties and
responsibilities which are both complex and diverse
requiring the individual to possess a wide range of skills
and competencies.

Research has indicated there is a direct

relationship between the success of a department and its
chair.
The purpose of this study was to identify and analyze
roles, responsibilities, and professional preparation of high
school department chairs by surveying persons who presently
fulfill department chair responsibilities at the high school
level in Grant County, Washington.

To effect this purpose, a

survey instrument which addressed the elements of roles and
responsibilities and professional preparation was developed
to elicit responses from those individuals who are presently
fulfilling the roles of high school department chairs.
The survey was mailed to six of the nine Grant county,
Washington, regional high schools in which 31 department
chairs had been identified.

The survey responses were hand-

tabulated in percentages and were presented in Chapter IV.
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MAJOR FINDINGS
The findings of the study are presented in the following
segments:
1.

Roles and responsibilities assigned to high school
department chairs.

2.

Professional preparation and training received by
individuals who held the position of a high school
department chair.

3.

Educational Backgrounds of the Respondents, General
Department Information, and the Selection Process of
the High School Department Chair.

ROLES AND RESPONSIBILITIES ASSIGNED
TO HIGH SCHOOL DEPARTMENT CHAIRS
A majority of the respondents indicated responsibility
for the following duties:
a.

attending administrative meetings

b.

holding department meetings

c.

department budgeting

d.

scheduling

e.

ordering of books, supplies, and equipment

f.

department curriculum decisions

g.

maintaining facilities and equipment

And, slightly less than half indicated these additional
responsibilities:
h.

writing grants
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i.

attending board meetings

j.

involvement in hiring of department faculty.

Forty-eight percent of the respondents chaired a small
department of only one or two individuals; twenty percent
chaired departments of three to four; eight percent were in
charge of high school departments with five or six members;
and twenty-four percent chaired departments involving more
than six individuals.
Some respondents indicated one to two hours per week was
a minimum amount of time required to fulfill department chair
duties while others indicated more than six hours per week
were required to complete the duties of a high school
department chair.

PROFESSIONAL PREPARATION AND TRAINING
RECEIVED BY HIGH SCHOOL DEPARTMENT CHAIRS
The majority of the respondents of the survey indicated
no special training or preparation had been received.

Twenty

percent had not even received an explanation of the duties;
only twenty-six percent received written explanation of the
duties, while fifty-two percent received an oral explanation.
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EDUCATIONAL BACKGROUNDS OF THE RESPONDENTS,
GENERAL DEPARTMENT INFORMATION, AND THE SELECTION
PROCESS OF THE HIGH SCHOOL DEPARTMENT CHAIR
The survey responses indicated that most high school
department chairpersons held only the minimum degree required
of a teacher, sixty-four percent were male in gender,
fifty-two percent were over 40 years of age, sixty-four
percent had been assigned to the position, and forty-eight
percent had served in that capacity for over five years.

CONCLUSIONS
The conclusions that have been drawn from this study are
as follows:
1.

The roles and responsibilities of the high school
department chair remain complex and diverse,
possibly even more so today with respect to school
size and the financial cutbacks education has
battled at both the state and federal levels.

2.

Today, legal implications are facing educators to
look very carefully at the role of a high school
department chair.

3.

The preparation and training of high school
department chairs remain basically nonexistent in
the educational process.
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4.

The competencies have no apparent relationship to
the roles and responsibilities that are required of
an individual who holds the position of high school
department chair.

5.

The duties of a high school department chair are not
clearly defined.

RECOMMENDATIONS
After reviewing the conclusions of this survey, the
following recommendations have been made:
1.

Based on the diverse and complex roles and
responsibilities of the high school department chair
coupled with legal issues concerning a department
chair's role, administrators must clearly establish
parameters and guidelines for this position.

2.

Preparation and training must be provided for
individuals who would hold the position of high
school department chair.

3.

A mentor should be involved in the preparation
process, which should be ongoing to insure smooth
transition between chairs.

4.

The selection process must reflect the skills and
competencies required of the individual who would
hold the position of high school department chair.

5.

The duties of a high school department chair must be
clearly defined in written form.
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APPENDIX A

LETTER OF INTRODUCTION
PRECEDING QUESTIONNAIRE SURVEY
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November 9, 1990

"F1"
Dear " F2 " :
Please allow me to introduce myself. My name is Patricia Iverson, and I am teaching in the Office
Information Management program at Big Bend Community College. This year I am also completing
my secondary principalship credentials in an internship at Frontier Junior High in Moses Lake,
Washington, under the supervision of Principal, Lisa Hanson, and Assistant Principal, Mark Johnson.
In cooperation with Central Washington University, I am planning to conduct a survey to determine
the common roles, responsibilities, and professional preparation of high school division/department
chairs. This study is being conducted in partial fulfillment of the requirements for the Master's
degree in Educational Administration.
As the scope of my study will be limited to Grant County high schools, I would like very much to
include "F3" High School in this survey. I am, therefore, asking tor your help as follows:
1.

Your permission to survey department chairs at "F4" High School.

2.

Your time in completing the enclosed questionnaire. This will
a) acquaint you with the survey instrument
b) provide for preliminary "field" testing of the survey instrument prior
to
mailing it to department chairs.

I believe the information produced could prove useful to school districts in identifying individuals
who may be considered for positions as high school department chairs. If you would like to
participate in the survey, please complete the information on the enclosed Survey Consent Form, and
return this to me by January 1, 1991, in the enclosed return envelope.
Please be assured that all survey responses will be treated confidentially. Under no circumstances
will individuals or schools be identified.
I hope you will accept this invitation to participate in my survey/study. If you would like a copy of
the survey results, please indicate so bY_ marking "YES" on the bottom of the Survey Consent Form.
Should you have questions or require assistance, please call me at
(HOME)
or
(WORK)

Sincerely,

Patricia J. Iverson

Please note: Telephone numbers were redacted from this page due to privacy concerns.

APPENDIX B

SURVEY CONSENT FORM

SURVEY CONSENT FORM
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----------------- High School
----------------- Princ ipaI
Department/Division Chairs at _ _ _ _ _ _ _ _ _ _ High School.
Names

Department/Division

1.

2.
3.
4.
5.
6.
7.
8.
9.
10.

Please indicate below if you wo·u ld like a copy of the survey results.
YES

NO

Principal's Signature

APPENDIX C

COVER LETTER FOR SURVEY QUESTIONNAIRE

A SURVEY ON

M

...,.

THE ROLES, RESPONSIBILITIES, AND PROFESSIONAL
PREPARATION OF HIGH SCHOOL
DIVISION CHAIRS

Dear Colleague,
In cooperation with Central Washington University; I am conducting a questionnaire study to determine the common roles, responslbllltles, and professlonal preparation of high school division chairs. This study Is being conducted In partial fulfillment of the requirements
for the Master of Education In Educatlonal Administration.
Your response, as a high school division chair In Grant County, wlll be extremely valuable. The responses wlll be treated as confldentlal and under no circumstances wlll lndlvlduals or schools b~ Identified. Feel free to make any addltlonal comments which you belleve
would be beneflclal.
Thank you for your cooperation. It Is greatly appreciated. Enclosed Is a stamped, self-addressed envelope for your convenience In
returning the survey as soon as posslble.
Sincerely,

Patricia Iverson

Comments:

Please note: An address was redacted from this page due to privacy concerns.
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